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Microsoft Excel Exercise #5: Checking and Correcting Data
Once you’ve entered your data, you should take some time to check it for accuracy.  Your instructor knows well the implications of submitting incorrect data in business.  These can range from minor embarrassment to the loss of employment if permitted to continue over time.  Although you will need to verify visually the accuracy of numeric data, Excel provides a proofing tool for spelling.  It is identical to Word so be sure to review Word exercise #18 if you are unfamiliar with its operation.
In this exercise, we will take a few moments at the beginning to spot check the accuracy of the numeric data you entered in the budgets you created in the previous lesson.  However, we will be focusing primarily upon the Find and Replace commands.  We will also review the operation of the Undo and Redo commands.
1. Power up the computer.

2. Log in to Windows 2000.

3. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

4. Place your floppy diskette in the disk drive.
5. Open the budget file you created and stored on floppy diskette in the last exercise.
6. Enter dollar values for all expense categories for each month.  They should be entered as negative numbers with a minus sign preceding each figure.

7. Take 5 or 10 minutes to review your work.  Ask yourself the following questions:

a. Have I included an income category?

b. Have I included all of the appropriate expense categories?  Your workbook should contain (but not limited to) the following:

i. Food

ii. Clothing

iii. Rent/Mortgage

iv. Gas and Electric

v. Telephone

vi. Entertainment

c. Most importantly, are the monthly dollar values realistic?  Do not concern yourself with calculating totals.  We will cover this in an upcoming lesson.
8. Execute a spell check from the Tools menu and resolve any misspellings.
9. Perform the following formatting tasks:

a. Make sure that column “A” is long enough to fit all of your categories.  Lengthen or shrink this column as necessary.

b. Make sure that all of the cells in row #1 are long enough to fit the months.  Lengthen or shrink these columns as necessary.
c. Right justify all of the months.

i. Click on the “1” on the left side of the workbook.

ii. Click the Align Right button on the formatting toolbar.
d. Format your dollar values.

i. Highlight all of the dollar values in your spreadsheet.  Be sure to include the total column at the end.

ii. Select the Cells command from the Format menu.

iii. Click the Currency option in the category pane and select the fourth option in the negative numbers box so that negative dollar values are formatted parenthetically.  Click OK.  All of your dollar values should be formatted as currency.

10. Type <CTRL>-<Z> three times.  This command undoes your previous three commands.  The more times you execute this command, the more times you incrementally undo what you did before.  

11. Execute <CTRL>-<Y> three times.  This command repeats or redoes your original three commands.  The more times you execute this command, the more times you incrementally redo what you did before.
12. Save your work to your floppy diskette.

13. Call your teacher over to make sure that you included the necessary expense categories and that your dollar values for each category are reasonable.

14. Click cell A1.

15. On the Edit menu, click Find.
16. Type the word “Income” in the “Find what” field.

17. Click the Replace tab.

18. Type the word “Wages” in the “Replace with” field.

19. Click the Find Next button.  The computer places the cursor on the cell containing the first instance of “Income”.

20. Click the Replace button.  The word “Income” is replaced by the word “Wages”.  Note that if there were more than one instance of Income in the workbook, you could have just as easily clicked the Replace All button which would have replaced all instances of “Income” with “Wages” with one click.

21. Save your work to your floppy diskette once again.

22. Call your teacher for a grade for today.

